
Cook County EBS Vendor Supplier Data Entry Process 

DRAFT

1. From your EBS menu, go to CCP AP Supplier Admin/Suppliers/Entry.  
Search for existing FEIN or keywords in vendor name (using %wildcards%) to 
verify they do not already exist in EBS.  Note: iSupplier vendors will already 
exist, but will have incomplete vendor records.  Click “Create Supplier” to 
begin entry.

2. Enter vendor name (required, in CAPS), FEIN (required, 
no dashes), and DUNS number (if available).  Follow Cook 
County naming convention for entering vendor info.  Click 
“Apply” when complete.
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Note: This process is to create a new vendor record to 
issue a PO or payment.  Vendors who have registered for 
iSupplier will have partial vendor records to allow them to 
participate in solicitations.  For those vendors, follow this 
process to complete their vendor records after they have 
been awarded a PO or contract.
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3. From the Organization tab, select or enter 
“Supplier” as the “Type” and click “Save”. 
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4. Go to Address Book and click “Create” to enter vendor address.

Vendors can have multiple addresses in EBS, and each address can 
be associated to one or more Cook County operating units (OU) 
through the use of Site Codes.  For example, a vendor address 
60602-001 will have site codes CCP-60602-001 and CCH-60602-001 
if the address is used by both CCP and CCH.
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Follow naming conventions for 
entering address info.  Note that 
the “Address Name” is zip + 
sequential number.  Click 
“Continue”.

Verify “Purchasing” and “Payment” options are 
selected if POs and payments are needed.  “RFQ 
Only” is used for prospective vendors to allow 
them to electronically bid on solicitations.

If the vendor is 1099 tax-reportable, they must 
identify one tax reportable address.  Their tax-
reportable address is usually the corporate 
address listed on their W-9.  The address will 
usually have multiple site codes.  Click the “Tax 
Reportable” box for all sites related to the tax 
address.  When finished, click “Apply”.

Select and create site codes for all OUs.  Be sure to 
update the site code prefix to CCP, CCH, or CCF.
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5. If vendor is 1099-reportable, from Tax Details select 
“Federal” under Tax ID Reportable, enter the “Income 
Tax Type” as “MISC7”,  and then click “Save”.

6. Select Contact Directory and click “Create” to enter contact info.  At a 
minimum, please enter First and Last name, title, phone number, and email.  
Click “Apply”.  Providing a contact email is critical for iSupplier registration.

Associate an address to 
the contact.  Click 
“Apply” when finished.
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7. Select the Organization Type, which is identified on the vendor’s W-9, 
and click “Save”.  See recommended Organization Types below.

Enter the Reporting Name IF the vendor is 1099-reportable AND they require a 
different name to appear on their 1099 form (i.e. when checks are written to the 
company name, but the 1099 goes to the individual owner).  Enter in ALL CAPS and 
click Save.  1099 vendors identify their Reporting Name in Box 1 of their W-9.

W-9 Classification Suggested Vendor Organization Type

Individual/sole proprietor or single-member LLC Individual, Corporation, or Partnership

C Corporation Corporation

S Corporation Corporation

Partnership Partnership

Trust/estate Partnership

Limited liability company (LLC) Corporation or Partnership

1099 Vendors

Social Security Number is entered on W-9 Individual

EIN is entered on W-9 Partnership
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8. From Payment Details, select “Check” as payment method and click “Save”.
If other payment methods (other then check) are requested by the vendor, 
please refer them to the Comptroller’s Office to make arrangements.

9. From Invoice Management, select payment terms and 
“Save”.  “Net 60” is the default term for vendors.  Terms can 
also be identified on the vendor’s contracts if there are 
different payment terms for each contract. 
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10. For CCH vendors, there may be additional steps to 
enter EDI and printing settings.  From the Address Book 
screen, select Manage Sites…

…from the Uses tab, select Additional Attributes…

END

…and go to the Descriptive Flexfields tab to update DFF fields 
as necessary.  Be sure to then click “Return to Manage Sites” 
(the prior screen), and then “Apply” to save your updates.
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…select Create…
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11. To add a site code to an existing address, look up your 
vendor, and from the Address Book screen, select Manage Sites 
for the address for where you would like to add a site…

…and select the site for the requesting OU and be sure 
to update the site code prefix to CCP, CCH, or CCF.  
Also, follow the previous instructions for identifying a 
1099 tax-reportable address, if applicable.


